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R E C O R D S RETENTION AND D I S P O S A L S C H E O U L E 

AGENCY Department of Public Works DIVISION Waste Management Services 
Item No. Description Retention 

1. 

2. 

3. 

4. 

General Files 

Subject arrangement of original incoming 
letters, memorandum and any and all other 
material related to the administration of 
the bureau. 

Payroll/Time and Attendance Records 

Hard copies of time & attendance sheets (FLSA 

Policies. Procedures and Directives 

Files consisting or policies, procedures and 
directives set forth by the Department 
designed to influence and determine decisions 
actions, and other matters pertaining to 
the overall operation of the Department, 
including studies and reports conducted 
within the Department. 

Matters having continuing legal and/or 
administrative value is to be retained 
until such value ceases or may be micro
filmed at the request of the department 
head. All files, unofficial personnel 
and others, with pending legal action are 
to be retained until matter is resolved. 

Waste Collection Record Series 

A. Records consists of contractor's 
monthly reports and complaint forms, 
consolidated property files, and 
cover sheets for Waste Units. 

Retain five (5) 
y e a r s , t h e n 
destroy. 

Retain three (3) 
years, then 
destroy. 

Retain Permanently, 
Microfilm period-
cally. Upon veri
fication of film, 
destroy paper. 
Transfer to State 
Archives period
ically. 

Retain three (3) 
y e a r s , t h e n 
destroy. 

Scheoule Approver by 
Recoras Management Officer 

Scneouie Approved by 
Chief Administrative Officer 

Scheoule Aoproved by 
Agency, or Oivtsion Representative 

Scheoule Aoproved by 
State Archvist 
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B. "No Dumping" sign installation records. 

C. Tax Adjustment records. 

D. Landfill Service Requests records. 

E. Waste Collection Petitions records. 

F. Service Orders for failure to handle 
trash pick-up records. 

Community Service Records 

Records contain bulk pick up reports, 
permission to locate dumpster forms, 
community coordinator forms and community 
clean-up participant information. 

Recycling Records 

Records contain recycling bin requests, lid 
and wheel requests, lid and wheel order 
recycling complaints, and recycling weigh-in 
tickets and routing slips. 

Various contracts and agreements pertaining 
to recycling. 

Retain four (4) 
years, then 
destroy. 

Retain two (2) 
years, then 
destroy. 

Retain five (5) 
years, then 
destroy. 

Retain ten (10) 
years, then 
destroy. 

Retain two (2) 
years, then 
destroy. 

Retain one (1) 
year, then destroy. 

Retain three (3) 
years, then 
destroy. 

Retain three (3) 
years after 
contract or 
agreement expires, 
then destroy. 
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Scalehouse Record Series 

A. Records contain scalehouse tickets 
consisting of the following types: 
contract; county; states; cash, credit, 
and free. 

B. Management Reports. 

C. Totals by Rate Reports. 

D. Voided Weigh-in Tickets. 

Operating Records 

All correspondence, permits, annual reports, 
inspections, inspection reports, O&M manual, 
design reports, etc. relating to the 
Glen Burnie, Landfill, Millersville Landfill 
and Sudley Landfill. 

Dispose after 
audit require
ment met. 

Retain ten (10) 
years, then 
destroy. 

Retain ten (10) 
years, then 
destroy. 

Retain three (3) 
years, then 
destroy. 

Permanent, retain 
10 years, microfilm 
upon verification 
of film, destroy 
paper, transfer 
film negatives to 
MD State Archives 
after closure of 
landfill. 
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1. DEPARTMENT/AGENCY 

PUBLIC WORKS 
2. DIVISION 

WASTE MANAGEMENT SERVIC 
1 UNIT 

2S BUREAU 
DEFINITION • Recorei Siritt • A greuo of ttltM r icsr i t nomttily flf*d tat" tiitd i t i unit for rtfirifiet n mU u retention »n« dlepotltfon pvrpoiet. 

4. RECORD SERIES TITLE 

General Files 
S. EARLIEST YEAR / LATETEST YEAR 

1992ra Present 

t RECORD SERIES DESCRIPTION ( Snefly oascrae ;f;e types cf i.-tfcmaiioA'oxumemyfcnn faux! •„•> me Seres Ineude the curpcse cr fyneuan of the Series) 

Letter, memorandum and any other material related to the 
administration of the bureau. 

r. RECORD SERIES FORMAf(31 

0 Later Size • Uicsfilm 

0 Legal S ie • Cnmouie Taw 

Q Band Boo* • fioppy OsX 

0 Auto T^e • Video rase 

n Other (Socafvl 

1 RECORD SERIES SES.UENCE 

a Afcftaoetral 

o Numerical 

a CluDnowsical 

• Geograpfiicai 

a fllharfSnpnM 

9. VOLUME 
Re Orawerts) 

a Micrcftm rtea (s) 
0 Computer Tape is) 

o n OifcM (Srwcrv) 

Numcer 

10. ANNUAL ACCUMULATION 
eK Sfe 0 rawer (s) 
Q MicreHm Res* is) 
0 ^omeuier Tapst's) 

Y a MhwiSoeaM 

Numeer 

11. RLE IS USED 

a Daily • Weekly 3 Monthly 

12. FILE 8ECCME5 INACTIVE AFTER 

1 • Moreh(s) 0 Year(s) 
Number 

13. CURRENT LOCATIONS) (Blag.. rsoor. Room) 
Waste Management Services 
389 Burns Crossing Rd. Severn,Md. 21144 ̂  

14. 15 RECORD SERIES DUPLICATED. ELSEWHERE7 ill y« . 3*afy agency or ctTice) 

n Y « 6̂ NO 

15. ACCESS RESTRICTIONS (If yes. eta laws) S reoy!atron(s) 

n Y M • No 

i t AUDIT REQUIREMENTS 

X None a State 0 ?ederai a independent 

17. IS A N IVDEX SYSTEM USES? |1f y«. «pBin tnefly and 
descfie any rvuwaras«T*wre) 

• Yea Q M 

11. RECOMMENDED RETENTION 

5 years active in office, then destroy. 

U. NAME AND TITLE OF PREPARES 

Pat Connell, SECY, III 
20. TELEPHONE NUMBER 

(410 222-6109 
21. DATE 

6/30/94 
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1. DEPARTMENT/AGENCY 

PUBLIC W O R K S 

2. 0 M 5 I 0 N 

WASTE MANAGEMENT SERVIf 

X UNIT 

ES RIIREAfl 
DEFINITION • Rtcorfr Sirln . A group of raiitMt r iwrdt normilly AM tad uttd t i t unit for rtftunct i t well i t rttifltfon *nd deposition purpom. 

4. RECORD SERIES TITLE 

FLSA TIME SHEETS 

5. EARL IEST Y E A R / LATETEST YEAR 

1991 TO Present 

S. RECORD SER IES DESCRIPTION ( Snelly oaserw ;r,e types of infcrmatia '̂oacunems/fcrrris faunC :n the Series Incuse (he cu^xse or fynaisn of the Series) 

Daily time sheets as required by Fair Labor Standards Act. 

7. RECORD SER IES FORMAT® 

M Letter See o Meofum 

0 Legat S ie • Comouier Taoe 

0 Bocxi BOCK O Ficppy 2ts« 

0 Audo Tape c Video Taoe 

a Other (So*erfyl : 

t. RECORD SERIES SECUENCE 

a Alpftaoet:G3J 

• Numerical 

M Chronowgiea) 

• Geographical 

a flfh-rfSneoM 

3. VOLUME 
a File Orawetis) 
a Microfilm Reef (s) 
0 Computer Tape (s) 
n Other fSne«rV) Boxes 

Numce 

10. ANNUAL ACCUMULATION 

0 rile Drawer (s) 
0 Micnfitm Rest (s) 
a Conwuier Taoeis) 
a a r w iSoeriM 

Ngmser 

11. RLE IS U S E S 

• Oaiti g( Weekry a Monthly 

1 1 FILE BECOMES INACTIVE AFTER 

3 D Momh(s) X Year(s) 
NumOer 

13. CURRENT LOCATIOH(S) (Boo,, ?taor. Roomi 

Waste Management Services 
389 Burns Crossing Rd.. 

\Basement) 

14. IS RECORD SERIES DUPLICATED E L S E W H E R E ? llf yes. specify agency or off.ee) 

rV V M Payroll 0 No 

1S. A C C E S S RESTRICTIONS (II yes. da lawis) 4 regulators) 

• Yes ^ No 

18. AUOIT REQUIREMENTS 

a None a Stale R federal a independent 

17, IS AN INCEX SYSTEM U S E S ? (If y*. ipain tnefly arte 
tjesstx any narsw3rarsertw3re) 

• Yes • \o 

11. RECOMMENDED RETENTION 

3 YEARS ACTIVE IN OFFICE, THEN DESTROY 

U. NAME AND TITLE Of PREPARER 

Pat Connell, Secy III 
20. TELEPHONE NUMBER 

(410) 222-6109 
21. DATE 

6/30/94 

http://off.ee
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1. DEPARTMENT/AGENCY 

PUBLIC WORKS 
z o n n s t o N 

WASTE MANAGEMENT SERVIC 
1 UNIT 

IS BUREAU 
DEFINITION • Rtco'et S i r i n . A grouo of ttlitetf ricordt normilly flltd Md tited t i i unit far r«f»<inc» i t well n retention wd disposition purposes. 

4 . RECORD SERIES TITLE 

Policies, Procedures and Directives 
& EARUEST YEAR / LATETEST YEAR 

1991 TO Present 

i RECORD SERIES DESCRIPTION ( Briefly oascrbe trie types of WcjrnaiiorVcoMjiemsrfcrm fauid \n trie Series Incuse the curpcse or fyneoan of the Series) 

Files consist of policies, procedures and directives set forth by Dept 
designed to influence and determine decisions, actions and other matters 
pertaining to operations of Dept. 

7. RECORD SERIES FORMAT(3) 

e¥ Letter Sue • Microfilm 

0 Lesal Sie a Consular race 

0 B O C M Soon • floppy OSK 

0 Auos Tape c Video Taae 

n Other fSo*ervl 

1 . RECORD SERIES SESUENCE 

a Atpnaoetieal 

o Numerical 

X CrVonoiogieal 

• Geographical 

fl filhgrfSoPoM 

3. VOLUME 
a Fie Onwerts) 
O Microfilm See <i) 
0 Computer Tape is) 

I % Other (Sbeefy) f O l d e r 

Numcer 

10. ANNUAL ACCUMULATION 
0 Site 0 rawer (s) 
O Mrcnftm Ree» >!) 

! uc****^ folder 

Numcer 

11. FILE IS USED 

a Daily • Weexiy 3 Mommy 

12. RLE BECOMES INACTtVEAFTER 
when it becomes obsolete 

• Momhfs) a Yesns) 
Nurtter 

13. CURRENT LOCATION(S) (Bog., rioof. Soomi 
Waste Management Services 
389 Burns Crossing Rd. Severn,Md. 21144 

14. IS RECORD SERIES DUPLICATED ELSEWHERE? tff yes. specify agency or office) 

r£ Y#a 0 No 

19. ACCESS RESTRICTIONS (II yes. eta laws) S regulations) 

n Yes 0 No 

IS. AU01T REQUIREMENTS 

0 None • Stale % federal • Indeoendenl 

17. IS AN INCEX SY5TEM USED? \1f yes. «ptam tnefly ana 
descrfie any narcwarsrso/tware) 

a Yes • Ha 

1 1 . RECOMMENDED RETENTION 

Permanent - micro-film periodically. 
^PenoclLcaUju -transfer -t-o MdL STdcte 

19. NAME AND TITLE Of PREPARES 

Pat Connell, SECY, III 
20. TELEPHONE NUMBER 

(410 222-6109 
fl. DATE 

6/30/94 

•JGS ISS-* ' « h w i »w 
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1. DEPARTMENT/AGENCY 

PUBLIC WORKS 
2. DTVlSION I 1 UNIT 

WASTE MANAGEMENT SERVICES BUREAU 
DEFINITION • Rtcorot S i r t n . A grouo of relitid ricerdt normally filed istf oitd n i unit for reference ft well u retention end deposition purpose*. 

4. RECORD SERJES TITLE 

Waste Colleciton Services 
S. EARLIEST YEAR / LATETEST YEAR 

19 91 T Q Present 

t RECORD SERIES DESCRIPTION ( Briefly ascrse :fce types cf WaraaiiortrJecumefflvferins fsuxl a me Seres ineude the curpcse or funcucn of me Series) 

Contractor's monthly reports and complaint forms, consolidated 
property files and cover sheets for wate units. 

J. RECORD SERIES FORMATfSJ 

B Later Sae • Micofum 

0 Lesat Site a Camoutej Tape 

a Bouna BOOK a Soppy 3sx 

o Aucto "*e c Video Tape 

n Other ISoearvl 

«. RECORD SERIES SECUENCE 

• Aipnaoeucaj 

• Mutnehcal 

oXCfirowogrsa) 

• Geogtspfiicai 

a fllh-rWnpriW 

9. VOLUME 
sXftie Orawercs) 
d Mierc%m Res is) 
0 Computer Tape is) 
• Other (Specsy) 

9 
Numcer 

10. ANNUAL ACCUMULATION 
Xn Re Drawer (s) 

0 Microfilm ,5) 
O ;omouier Tapei's) 
n ntrw^peerfvl 

Numcer 

11. PILE IS USED 

c^03ir» a Weary 9 Mommy 

12. FILE BECOMES INACTIVE AFTER 

1 • MontfXsl OV Year(3) 
Number 

U. CURRENT LOCATIONS) (3!ag.. ?"«». Soomi 
Waste Management Services 
389 Burns Crossing Rd. Severn,Md. 21144 

14. IS RECORD SERIES DUPLICATED ELSEWHERE? Ill yes. specify eg»cy or office) 

n Y « )fe No 

19. ACCESS RESTRICTIONS (II yes. eta lawis) S regulation*!) 

n Y« aX No 

1 t AUDIT REQUIREMENTS 

0 None $ Stale 0 f=ederai a tndeoendeni 

17. IS AN IWEX SYSTEM USES? ;1f ) « . «pBin cnefly art 
desert* any narwrarsrseflware) 

a Yes Q X N O 

1 1 . RECOMMENDED RETENTION 

3 years active in office, then destroy. 

18. NAME AND TITLE Of PREPARER 

Pat Connell, SECY, III 
20. TELEPHONE NUMBER 

(410 222-6109 
21. DATE 

6/30/94 
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1. DEPARTMENT/AGENCY 

PUBLIC WORKS 
2. DIVISION 

WASTE MANAGEMENT SERVIC 
1 UNIT 

2S BUREAU 
DEFINITION • Records Serin • A grouo of r a l l i e d recede normtlly filed t a d u t t d t t t unit for reference i t well 11 retention w d dltpotltfon purpose*. 

4. RECORD SERIES TITLE 

Waste Colleciton Record Series 
£ EARLIEST YEAR / LATETEST YEAR 

199CL0 Present 

S. RECORD SERIES 3ESCRIFTI0N ( Sneiry «senoe te types cf i.Vcntiatioa'daxmemsrfcrms fatnd :i the Series Ineude the curpcse or furtcuct of tfte Series) 

"No Dumping" sign installtion records. 

7. RECORD SERIES FORMAffS} 

Xa Letter Sse • Microfilm 

0 Legal S3e a Camooter Tape 

0 Bound Beat • Floppy Oisx 

0 AuctoTape a Video Tape 

a Othee (Sfi««vl 

9. RECORD SERIES 5ECUENCE 

• Aiprtaceusl 

• Numerical 

& Cfronotogical 

• ueograptiicai 

a « h w < S ™ « M 

9. VOLUME 
a Fie Orawetts) 
a Microfilm fteei <i) 
0 Computer Tape isL. , , 
X o ^ r ^ folders 

8 
Numcer 

10. ANNUAL ACCUMULATION 
0 Re Drawer (s) 
0 Microfilm Reel ;S) 
a Comouter Taoei'sL , , 

X, o,^:SMDt»» folders 
Numcer 

11. FILE IS USED 

a Dairy % Weary 0 Monthly 

12. FILE BECOMES INACTIVE AFTER 

1 a Momhtel o X Yearft) 
Number 

13. CURRENT LOCATIONS) ffllrjg.. Sow, Roam) 

Waste Management Services 
389 Burns Crossing Rd. Severn,Md. 21144 * 

14. IS RECORD SERIES OUPUCATEO ELSEWHERE? (If yes. specify agency or a t e ) 

n Y M K NO 

IS. ACCESS RESTRICTIONS (If yes. cte lawis) S regv!atron<s| 

a Y M oX No 

18. AUOIT REQUIREMENTS 

Xa None • Sleie 0 -eoeraj • tndeoendeni 

IF. IS AN IWBEX SYSTEM USES? |1f >«. aptain fcnefty and 
drsctae any rarcwarerae<r*are) 

fl Yes ' 0 X>o 

1 1 . RECOMMENDED RETENTION 

4 years active in office, then destroy. 

19. NAME AND TITLE OF PREPARES 

Pat Connell, SECY, III 
29. TELEPHONE NUMBER 

(410 222-6109 
21. DATE 

6/30/94 



7773 WATERLOO ROAD 
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1. DEPARTMENT/AGENCY 

PUBLIC WORKS 
Z DIVISION 

WASTE MANAGEMENT SERVIC 
X UNIT 

2S BUREAU 
DEFINITION • Rtcorvs Sirlt* • A group of nl»t*d records normilly tiled isd tittd t i i unit for r t f e f i f t M i t well M retention v>4 disposition purpose*. 

4 . RECORD SERIES T ITLE 

Waste Collection Record Series 
t EARLIEST YEAR / LATETEST YEAR 

1 QQ? TO 

1 RECORD SERIES DESCRIPTION ( Snefry oescrbe :ti types cf frfcmatio/VcociCTemsflerm faux) :n the Series Incude the curpcse or fyncusn of the Series) 

Tax Adjustment Records 

7. RECORD SERIES FORMAT® 

X£ Letter See • Microfilm 

D Lesal Size • Comovitet Tape 

0 Bound See* a Soppy Dtsx 

0 AuctoT** c Video Tape 

n O l r w i S M O T V I 

t . RECORD SERIES SECUENCE 

• Atjnaoeiieal 

a C e n t a l 

^ C ^ o n o M o t c a l 

• Geographical 

9. VOLUME 

a Pie Oraweris) 
0 Mierofam flee) (s) 
0 Computer Tape is) 

yry other isoeesvi roiders 
Numcer 

10. A N N U A L ACCUMULATION 
0 Drawer (s) 
0 Microfilm Ree> ,5) 
0 ^omeuier Tanas) c . , 

2 u a r ^ i S r ^ r M folders 

Numoer 

11. F ILE IS USED 

a Daily XX> yVee*fy 9 Vonttih/ 

11 F I L E BECOMES INACTIVE AFTER 

1 • Uomnlsl XM Yearts) 
Number 

13. CURRENT LOCATlONtS) (B!og.. Soor, Room) 

Waste Management Services 
389 Burns Crossing Rd. Severn,Md. 21144 y 

14. IS RECORD SERIES DUPUCATEO ELSEWHERE? (If yes. specify egeney or office) 

n tm YBT NO 

15. ACCESS RESTRICTIONS (II yes. eta lawis) S regulations) 

n Y « vQr No 

18. AUDIT REQUIREMENTS 

a None XX3 St3" 0 !=edera' ° , n d e o e n d e n l 

17. IS AH INDEX SYSTEM USEC? \V yes. «ptam fcnefly and 
descfce any rarcware/sofWrarej 

• Yea XbK No 

18. RECOMMENDED RETENTION 

2 years active in office; then destroy. 

18. NAME AND TITLE Of PREPARER 

Pat Connell, SECY, III 
20. TELEPHONE NUMBER 

(410 222-6109 
21. DATE 

6/30/94 
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1. DEPARTMEKTMGENCY 

PUBLIC WORKS 
2. DIVISION 

WASTE MANAGEMENT SERVIC 
1 WHIT 

2S BUREAU 
OEFINITtON • Rtcorae Series. A grotto of relets* merit normally Hied tat used t t t unit for reference i t well i t retention mo 4 disposition purpose*. 

4. RECORD SERIES TITLE 

Waste Collection Record Series 
& EARLIEST YEAR / LATETEST YEAR 

1 9 8 8 T O 

S. RECORD SERIES DESCRIPTION ( 3nefly oescrbe M types cf irfcfflaiiortfecumems/ferrK found a the Seres Ineube trie curpcse or fyneusn cf the Senesj 

Landfill service requests records 

T. RECORD SERIES FORMAf(3| 

^ t ? Letter Size • Microfilm 

0 Legal Site a Cannula Tape 

a Bound Boat • Pioppy 33K 

0 Audo Tape C Video Tape 

n Othec (SoeeeVI 

f . RECORD SERIES SESUENCE 

• Aipnaoetiesi 

0 Numerical 

XX ChrortMopeal 

a Geographical 

a filtw (SmwM 

9. VOLUME 
a FSe Orawens) 
a Microfilm Sea fs) 
O Computer Tape is) 

0 o t r « ( s « « v » folders 
Numcer 

1 0 . ANNUAL ACCUMULATION 
0 =He Drawer (S) 
0 Microfilm fleet ;s) 
Q ^omouter TaueisL 
wntr*!SoeCrf»k folders 

Numcer 

11. FILE IS USED 

o Daily x*X Weexry S Monthly 

12. FILE BECOMES INACTIVE AHER 

1 a Morahfel VCV Yearfr) 
Number 

13. CURRENT LOCATIONS) (B!og.. Floor. Soofni 

Waste Management Services 
389 Burns Crossing Rd. Severn,Md. 21144 y 

14. 15 RECORD SERIES DUPLICATED ELSEWHERE? Ill" yes. specify egency or office) 

n Y « X» NO 

15. ACCESS RESTRICTIONS (II yes. eta lawis) i regulalrorrfs) 

n y m « v No 

1ft. AUDIT REQUIREMENTS 

X ) 0 None • Stele 0 Federal a Indeoendeni 

IT. IS AN NDEX SYSTEM USES? |1f >«• «Ptam Cmefly and 
deigfce any r,arwrarwserr*8re) 

a Yes & N O 

1 1 . RECOMMENDED RETENTION 

5 years active file; then destroy. 

18. NAME AND TITLE OF PREPARES 

Pat Connell, SECY, III 
20. TELEPHONE NUMBER 

(410 222-6109 
2 1 . DATE 

6/30/94 
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1. DEPARTUENT/A6ENCY 

PUBLIC WORKS 
Z DIVISION 

WASTE MANAGEMENT SERVIC 
1 UNIT 

2S BUREAU 
DEFINITION. • Rtcorrji S i r i n . A group of raitttti ricerdi normilly Med wd u t i d 111 unit for reference 11 will n retention m d disposition purposes. 

4 . RECORD SERIES TITLE 

Waste Collection Record Series 
1 EARLIEST YEAR / LAfETEST YEAR 

& RECORD SERIES DESCRIPTION (Briefly O B S / S B C :ne types cf irtomaiioniCoamemsiletm famd n the Series Ineude the curpcse or function of the Series) 

Waste Collection Petition records. 

7. RECORD SERIES FORMAT(3) 

XrJC Letter Sse a Microfilm 

D Legal Site • Comouier Tare 

0 Bound Scot a Floppy Oisn 

0 Aucto Tape c Video Tape 

O Other (SfieefVl 

9. RECORD SERIES SESUENCE 

a Aipraoetx3i 

0 Numerical 

XH Chronowgo) 

a Geogrspnicai 

a Other (SnprrM 

9. VOLUME 
XJ? PSeOrawerts) 

a Miercftm Reel (s) 
a Computer Tape is) 
H Other fSORrtfy} 

Number 

10. ANNUAL ACCUMULATION 
0 rile Orawer (s) 
0 Microfilm Ree> X) 
0 Zamtuie Taoet's) 

WOlher fSneafv» f n l r W < * 

Numoer 

11. PILE IS USED 

a Qairi x% Weary 3 Mommy 

11 FILE BECOMES INACTIVE AFTER 

1 • Momrtfs) XK Yean*) 
Number 

13. CURRENT LOCATIONS) (B!og.. Pioof. Soomi 

Waste Management Services 
389 Burns Crossing Rd. Severn,Md. 21144 

14. 15 RECORD SERIES DUPLICATED ELSEWHERE? ill yes. specify agency or office) 

n Yes No 

IS. ACCESS RESTRICTIONS (If yes. cts lawis) S regulation*!) 

a Y « va No 

1 1 AU01T REQUIREMENTS 

X« Nor* • Slaia 0 Federal a Indeoendenl 

17. IS AN INDEX SYSTEM USES? iK yes. «piam Crafty and 
descrtoe any r,arcware/serwrare) 

a Y « Y B N O 

1 1 . RECOMMENDED RETENTION 

10 years active file; then destroy. 

19. NAME AND TITLE Of PREPARES 

Pat Connell, SECY, III 
20. TELEPHONE NUMBER 

(410 222-6109 
21. DATE 

6/30/94 



scheoiu jugs MB-i| 7Z73 WATERLOO ROAD 
p . a MXOT-JESSUP.M M Y u u t a a m * Q * . 9 Of 16, 

1. DEFARTUENTMGCNCY 

PUBLIC WORKS 
Z DIVISION 

WASTE MANAGEMENT SERVIC 
1 U N I T 

2S BUREAU 
DEFINITION • Rtcoiei Sir i i*. A grouo of ralittd records normally filed tad uitd u i unit for reference i t well i t retention »nd disposition purpose*. 

4 . RECORD SERIES TTTUE 

Waste Collectino Record Series 

£ EARLIEST YEAR / LATETEST YEAR 

1992 TO 

i RECORD SERIES DESCRIPTION ( Enefry geserse ;f-.e :ypes of irfcrraatm'cooOTerasrfcnns found a the Series irteude the curpcse or funosn cf the Series) 

Service orders for failure to handle trash pick-up records. 

7. RECORD SERIES FORMATrS) 

Xtf Later See • Microfilm 

D Legal Site • Camouter Tape 

a Soma Boor o Ficppr3isk 

0 Auoto Tape c Video Tape 

n OUw (SfKorvl 

«. RECORD SERIES SECUENCE 

• Aipftaeetesi 

a Numeral 

){$CCrironoJogieal 

• Geocrsphica) 

a «hBr(Snperf»l 

9. VOLUME 
)4KFSe Orawens) 

a Micoftm Sea <s) 
0 Computer Tape is) 

2 a Other (Sneery) 

Numcer 

10. ANNUAL ACCUMULATION 
XJf =ile Answer (s) 

0 MicraStm fleet ;5) 
O ^omra/ier Taosis) 
a OtrwiSneofvl 

Numcer 

11. FILE IS USED 

Qair, a Weekly 9 Monthly 

1 1 F ILE BECOMES INACTIVE AFTER 

1 a MoraMs) Yearfe) 
Number 

13. CURRENT LOCATIONS) (3!og.. Fioor, Room) 

Waste Management Services 
389 Burns Crossing Rd. Severn,Md. 21144 y 

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify egency or eflica) 

n Y « YW NO 

19. ACCESS RESTRICTIONS (If yes. eta lawns) 1 regulations) 

n Ysa X £ na 

IB. AUDIT REQUIREMENTS 

XH None • Stale Q Federal a indeoenoerti 

IF. IS AN NCEX SYSTEM USES? |1f ye. «xptain Cnefty and 
desgfce any rarwarwSMWrarei 

n Yes Xr]f Ho 

1 1 . RECOMMENDED RETENTION 

2 years active file; then destroy 

19. NAME AND TITLE Of PREPARER 

Pat Connell, SECY, III 
20. TELEPHONE NUMBER 

(410 222-6109 
21. DATE 

6/30/94 



7775 VUTERLOO R O A D 
P.O. SOX 27S • JESSUP. UAPYUWO 3794 P a l l 10 Q f 16 

1. DEPARTMENT/AGENCY 

PUBLIC WORKS 
2. DIVISION 

WASTE MANAGEMENT SERVIC 
1 UNIT 

3S BUREAU 
DEFINITION • Records Sirln . A grouo o f ralttsd r i c s r d t normiJIy "ltd i n t f u i t d a t t unit f o r r t f t f i f t c t t t w t l l i t r t u n t l o n i n d disposition p u r p o i e * . 

4. RECORD SERIES TTTU 

Community Service Records 

I EARLIEST YEAR / LATETEST YEAR 

1993TO 

S. RECORD SERIES DESCRIPTION ( Snefty oeserce ;r.e types of infcrmm'cocOTernsvfcrms found ;n trte Series induce (he curpcse or fyncuci of the Series) 

Bulk item pick-up reports, permission to locate dumpster forms, 
community clean-up participant information. 

7. RECORD SERIES FORMAffS) 

XrX Letter Size • Microfilm 

• Legal Size • Camooier Taoe 

0 Bound Boce a Piappy OSt 

0 A u t o c '/ideo Tape 

n Dther fSotwrvl 

f . RECORD SERIES SECUENCE 

• Afenaoetieal 

• Niiffltrieal 

XM Chronoiogtcal 

• Geographical 

Q C5lh-r (Soeerfy) 

9. VOLUME 
X9C ^ e Orawetts) 

0 Miacftm fleet (s) 
a Computer Tape is) 
n Other (Snecrv) 

Numcer 

10. ANNUAL ACCUMULATION 
XrX RIe Drawer (s) 

O Microfilm Reef is) 
a Zotname Tares) 
a Other iSoecrfvl 

Numeer 

11. FILE IS USED 

XQC Daily a Weexfy • Monthly 

11 FILE BECOMES INACTIVE AFTER 

^ • Momh(s) VO/ Year(s) 
Number 

13. CURRENT LOCATIONS) (Bog., .-nor. aoomj 

Waste Management Services 
389 Burns Crossing Rd. Severn,Md. 21144 

14. IS RECORD SERIES DUPLICATED ELSEWHERE? y f yes. specify egency or office) 

n Y « X B NO 

15. ACCESS RESTRICTIONS (If yes. eta laws! 4 regulations) 

• Y« xor NO 

11 AUDIT REQUIREMENTS 

XK None a Stale 0 Federal • Indeoendent 

17. IS A N INCEX SYSTEM USED? (If yes. itplam fcnefly and 
gessfte any rarcwarescflwarei 

a Yes _ XOf N O 

11 RECOMMENDED RETENTION 

1 year active; then destroy. 

18. NAME AND TITLE Of PREPARES 

Pat Connell, SECY, III 
20. TELEPHONE NUM6ER 

(410 222-6109 
a . DATE 

6/30/94 



* nn n w i u a u g kuau 
P.O. MX 275 - JESSUP 2S7W h e * 1 1 a 1 6 

1. DEPARTMENT/AGENCY 

PUBLIC WORKS 
2. DIVISION 

WASTE MANAGEMENT SERVIC 
1 UNIT 

2S BUREAU 
DEFINITION • Rtcorai S i n n • A grouo of related recordi normtlly (11*4 ind mod 111 unit for reference i t well n retention i » 4 dltpoildon purpoe**. 

4 . RECORD SERIES TITLE 

Recycling Records 

£ EARLIEST YEAR / LATETEST YEAR 

1991TO 

6. RECORD SERIES DESCRIPTION (Snefty oescrbe -.he types of i.Vcrnatiaa'cpcumem$rfcrr» round :i the Series Incuide the curpcse or fynaisn of the Series) 

A. Recycling bin requests, bid and wheel requests, bid and wheel orders, 
recycling complaints, recycling weigh-in tickets and routing slips. 

B. Various contracts and agreements pertaining to recycling. 

J. RECORD SERIES F0RMAT(3) 

0 Letter See • Microfilm 

O^ega) Site • Cannuiar Tape 

0 Bound BOOK • Floppy 3 w 

Q Aucto Tape c Video Tape 

n Other (Sfleerfvl 

1 . RECORD SERIES SESUENCE 

X & Ajpnaoeani 

• Numerical 

Q Chronoogisal 

• Geographical 

Q flthprrSmwM 

9. VOLUME 
X ) P Fie Orawens) 

Q Microfilm Aeet fs) 
0 Computer Tape is) 
• Other (Sneeayi 

b 

Numcer 

10. ANNUAL ACCUMULATION 
>4jX=te drawer (s) 

0 Microfilm fleet ;5) 
0 Comouier Taosi's) 
a Otrw iSnenM 

Numcer 

11. RLE IS USED 

X-R Dairy n Weary 0 Monthly 

12. FILE BECOMES INACTIVE AFTER 

1 o Momhls) \ 0 / Year(s) 
Numoer 

U. CURRENT LOCATTON(S) (3!og.. Fioor. Soomi 

Waste Management Services 
389 Burns Crossing Rd. Severn,Md. 21144 

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office) 

XX Y I * Purchasinn B r m i y o NO 

IS. ACCESS RESTRICTIONS (11 yes. eta lawis) S regulators) 

n Y« Y E No 

IB. AUDIT REQUIREMENTS 

0 None X K Stole 0 Federal a tnrJeoendeni 

17. IS AN IMOEX SYSTEM USES? (If y«. «ptam Cnefly and 
descrfce arty harcwararso/twsrei 

a Yes X J f HQ 

1 1 . RECOMMENDED RETENTION 

A. 3 years active files; then destroy. 
B. years after contract/agreement expires; 

then destroy-
18. NAME AND TITLE OF PREPARES 

Pat Connell, SECY, III 
20. TELEPHONE NUMBER 

(410 222-6109 
21. DATE 

6/30/94 
uGS '5v-i .«e«*M V3J) 



Pin* 12 Of 1 fi 

1. DEPARTMENT/AGENCY 

PUBLIC WORKS 
1 DJVJSION 

WASTE MANAGEMENT SERVICES 
1 UNIT 

BUREAU 
DEFINITION • Records Sirln • A group of mated n u r d * normally filed u d tiitd n a unit for reference i t wtll n retention and disposition purposes. 

4 . RECORD SERIES TITLE 

Scalehouse Record Series 
i EARLIEST YEAR / LATETEST YEAR 

1987 T n 

& RECORD SERIES DESCRIPTION { Snefty oBseroe :r,e types of i^cfflaJJaa'cccOTemsrferms found a the Senes Ineude tne curpcse or functcn of the Series) 

Scalehouse tickets of the following types-
Contract, County, States, Cash, Credt, and Free 

T. RECORD SERIES FORMATp) 

y_f£ Letter Sue o Microfilm 

D Legal Size • Cnmotfter Taoe 

0 Sound Boce • Pappy 3>sx 

O Aucto Tape C Video Tape 

a Other (Spetsry) 

11. FILE IS USED 

• Weekly 3 Monthly 

13. CURRENT LOCATIONS) (3!og.. Pax*. Sooni 

Waste Management Services 
389 Burns Crossing Rd. Severn,Md. 21144 

1. RECORD SERIES SECUENCE 

a Atyueecesl 

• Numeneal 

X X Cnronoiogieal 

a {^graphical 

0 Other (Speafy) 

9. VOLUME 
a Fie Oraweris) 
a Miaoram fleet (s) 
O Computer Tape isi . 

0 XH Other(Specsy) f l l e 

° cabinets 
Numcer 

1 0 . ANNUAL ACCUMULATION 
0 =3e Drawer (s) 
0 Micntftm Ree> ;S) 
a ^amouier Tapssl^ ^ ^ 

XXi Other (Specify). 

Numoer 
cabinets 

11 FILE BECOMES INACTIVE AFTER 

1 
Number 

• Momh(s) X°X Y w r < s > 

14. 15 RECORD SERIES DUPUCATEO ELSEWHERE7 (If yes. speafy agency or office) 

D Yes 34K No 

19. ACCESS RESTRICTIONS (II yes. ets lawis) i regulation^) 

O T« XX 1 M o 

18. AUDIT REQUIREMENTS 

a None XJf Slate 0 Federal • Indeoerdent 

17. IS AN INDEX SYSTEM USES? iK yes. srptain tsnefty and 
dEscrfie any rarwrarwsoftwarei 

a Yes_ X * N O 

18. RECOHMENOED RETENTION 

Permanently retain audit copy — 6 years in 
office — microfilm — transfer to State 
Archives. 

19. NAME AND TITLE Of PREPARES 

Pat Connell, SECY, III 
20. TELEPHONE NUMBER 

(410 222-6109 
21. DATE 

6/30/94 



1 7279 naltHLOO ROAO 
I P.O. SOX as - J8SSUP MAMANfi 20794 J Paoe 13 Of 16 j 

1. DEPARTHEXT/AGENCY 

PUBLIC WORKS 
2. DIVISION 

WASTE MANAGEMENT SERVIC 
1 UNIT 

SS BUREAU 
DEFINITION • Record! Side* • A Qfouo of related record* nonntlly filed tad tried n i unit for reference f t well i t retention md dltpotltlon purpoeee. 

4. RECORD SERIES TITLE 

Scalehouse Record Series 

1 EARLIEST YEAR 1LATETEST YEAR 

1987..TO.., 

& RECORD SERIES DESCRIPTION ( Snefty oeserBe the types cf WcrTOtiorVCcoOTemsrlcrms found ui trie Seres ineude trie curpcse or funcusn of the Series) 

Management Reports 

7. RECORD SERIES FORMAT(3) 

0 Later Size • Microfilm 

Legal Size • Conouier Tape 

0 Sound Boc* o FicppyOisK 

0 Aucto Tape c Video Tape 

n Other iSomfvl 

t . RECORD SERIES SESUENCE 

a Apvaxiicai 

• Numerical 

X& Ctoonoiogieal 

• feograpfcicai 

a «her<q««M 

9. VOLUME j 
a Fie Orawens) 
0 Microfilm ftee <i) 
O Computer Tape is) 

3 y m o.r«rShP«v> Binder 
Numcer 

ji 
1 0 . ANNUAL ACCUMULATION 

O File drawer (s) 
0 Microfilm Re* (s) | 

1 Y f f 0 i r * ! S Q e = f v t Binder 

Numcer ! 

11. PILE IS USED 

a Daily • Weekly x5t ^omitty 

1 1 FILE BECOMES INACTIVE AFTER 

1 a MorofKs) v - 0 Yearfe) j 
Number 

11. CURRENT LOCATION(S) (B!og.. Ftaor. Boomi 

Waste Management Services 
389 Burns Crossing Rd. Severn,Md. 21144 

14. 15 RECORD SERIES DUPLICATED ELSEWHERE? ill yes. specify egeney or office) j 

n tm YCT No ! 

15. ACCESS RESTRICTIONS (It yes. cte lawis) S regutatronls) 

n Y*« XtiC No 

10. AUDIT REQUIREMENTS 

XH None • State 0 federal a indeoe-ndeni j 

17. IS AN INDEX SYSTEM USEE? (H yes. «piam cnefly and 
descrte any ra/warwiMtwarei 

• Yes vOr No 

i t . RECOMMENDED RETENTION 

10 years active files; then destroy. 
i 
I 

19. NAME AND TITLE Of PREPARER 

Pat Connell, SECY, III 
20. TELEPHONE NUMBER 

(410 222-6109 

H 
2 1 . DATE j. 

6/30/94 _!' 

OSS 'X-i vct 



, SCKEDU£,0OS £90-1) 7279 W A T E R L O O R O A D 
P.O. S O X 275 • J8SSUP. MARYVANO 2794 Psfle 14 Of 16 

1. DEPARTMENT/AGENCY 

PUBLIC WORKS 
2. DIVISION 

WASTE MANAGEMENT SERVIC 
1 UNIT 

2S BUREAU 
DEFINITION • fttcorrji Sirin • A grotto of related records normally Med tad uitd t i i unit for reference i t well i t retention disposition purootta. 

4. RECORD SERIES TITLE 

Scalehouse Record Series 

1 EARUEST YEAR / LATETEST YEAR 

1987 T O 

6. RECORD SERIES DESCRIPTION (Snerty oascnbe ;he types of tfcnTOirrtftcunerasrfenns found a the Series Incude the curpcse or furtcuci of the Series) 

Totals by Rate Reports 

7. RECORD SERIES FORMAT'S) 

0 Later See • Microfilm 

XX Legal Size • Cornauter Taoe 

0 Bound Boat • Fmppy Disx 

Q Audo Tape c Video Tape 

n Dllw fSft#errvl 

8. RECORD SERIES SESUENCE 

a Aipnaoetiesl 

o Numeral 

X9C Cr^onaogical 

• Geographical 

Q Other <Sr«aM 

9. VOLUME 
3 PSe Orawens) 
Q Mierofam fleet •» 
a Computer Tape is) n . , 
B a i - B t a r * Binder 

1 
Number 

10. ANNUAL ACCUMULATION 
O File Drawer (s) 
0 Microfilm ftee« ,5) 
o Cornauter Tapa's) 

j _ • Other iScecrfvl f older 
Numcer 

11. PILE IS USED 

a Daiif a Weekly yOj Monthly 

11 FILE 8EC0ME5 INACTIVE AFTER 

1 o Uomhfsl Y B Yearfe) 
Number 

13. CURRENT LOCATTONtS) fliog.. ?ioor. Room) 
Waste Management Services 
389 Burns Crossing Rd. Severn,Md. 21144 

14 IS RECORD SERIES DUPLICATED ELSEWHERE? flf yes. specify agency or office) 

n tm xer NO 

15. ACCESS RESTRICTIONS (if yes. eta lawis) S regulauorrfsl 

a res )4K No 

18, AUDIT REQUIREMENTS 

X P X None a Slaie 0 Federal a Indeoendenl 

17. IS AN INDEX SYSTEM USES? jir ye. «ptam fcnefly ana 
descte any rjrcwarasefNrare) 

a Yes • s O v N O 

18. RECOMMENDED RETENTION 

10 years active files; then destroy. 

19. NAME AND TITLE O f PREPARER 

Pat Connell, SECY, III 
20. TELEPHONE NUMBER 

(410 222-6109 
21. DATE 

6/30/94 



S£HC0U£pGSS50-1) { 7279 WATERLOO ROAO 15 « 16 

1. DEPARTUEKT/A6ENCY 

PUBLIC WORKS 
2. DIVISION 

WASTE MANAGEMENT SERVIC 
1 UNIT 

2S BUREAU 
DEFINITION • Records Series • A grouo of reUtetf record* normally filed wt used u t unit for reference aa w«U n retention »»d disposition purpose*. 

4. RECORD SERIES TITLE 

Scalehouse Record Series 

i EARLIEST YEAR / LATETEST YEAR 

1991 T 0 

S. RECORD SERIES DESCRIPTION ( Snefly osaense the types cf i^Cfflaiiaa'cccurnemsrferrns found •••> the Series incude the curpcse or funcusn of the Series) 

Voided weigh-in tickets 

7. RECORD SERIES FORMAT(3) 

XRLenerSse o Microfilm 

0 Legal Size • Camouter Tape 

0 SoctJ BOOK • Floppy 3ts* 

0 AurJo Tape c Video Tape 

n Other (Seeerfvl 

1 . RECORD SERIES SECUENCE 

• Aptaoeceai 

• Numeheal 

X K Chranoiogjcai 

• Geographical 

9. VOLUME 
X £ F«e Orawerts) 

a Microfilm Reel (s) 
0 Computer Tape ts) 
n OthPf lfir*«vi 

Numcer 

10. ANNUAL ACCUMULATION 
0 Re Qrawer (s) 
0 Microfilm Ree> ;S) 
• Comauier Taosis) _ 
Cl Olrw ;Specrfv» r ° i d e r 

Numcer 

11. PILE IS USED 

a Daily x-r/ Weekly a Mommy 

11 FILE BECOMES INACTIVE AFTER 

1 • MomMs) « Y Ytarfc) 
Number 

13. CURRENT LOCATIONS) (3!og., Fioor, Room) 

Waste Management Services 
389 Burns Crossing Rd. Severn,Md. 21144 

14. 15 RECORD SERIES OUPUCATEO ELSEWHERE? (If yes. specify egency or office) 

n Y - 11YNO 

1$. ACCESS RESTRICTIONS (II yes. eta lawis) & reoulatronts) 

• Yes X& No 

18. AUDIT REQUIREMENTS 

• None x*XS!*8 0 C w J e r a l a 'ndeoendent 

17. IS AN INDEX SYSTEM USES? (If ye . «piam fcnefly and 
oescrte any narmrarerscflware) 

• Yes XeX Mo 

1 1 . RECOMMENDED RETENTION 

3 years active files; then destroy. 

19. NAME AND TITLE OF PREPARES 

Pat Connell, SECY, III 
20. TELEPHONE NUMBER 

(410 222-6109 
21. DATE 

6/30/94 



,SCKbOU£<OGSS50-1| 7273 WATERLOO ( W A D 
P.O. SOX 273 - J8SSUP. MAAJYVANO 20794 Pssft 16 OJ 16 

1. DEPARTMENT/AGENCY 

PUBLIC WORKS 
2. DIVISION 

WASTE MANAGEMENT SERVIC 
1 UNIT 

2S BUREAU 
OEflNITiON • Rteotei S i r i n . A grouo of related ricordt normtJIy filed tad uttd «t i unit for rsfwsnet i t wtU n rttintlon and disposition purposes. 

4. RECORD SERIES TITLE 

Operating Records 

& EARLIEST YEAR / LATETEST YEAR 

1987ra 

S. RECORD SERIES DESCRIPTION ( Sneny oescrbe the types cf itfcrmaiiortcdcumertis/fcrm found a the Series Ineude the cu.-pcse a fyneasn of the Series) 

Correspondence, permits, annual reports, inspections i n s e r t i o n 

7. RECORD SERIES FORMAT(3) 

OC Letter Sae • Microfilm 

0 Legal Size • Camouter Taoe 

0 Bound Boos • Pappy OtSt 

0 AudQ Tape c Video Tape 

a Other (Soecrrvt 

8. RECORD SERIES SESUENCE 

• Afcfiaoeuai 

• Numerical 

£ Cnronowgieal 

• Geographical 

n mrw^nprrM 

9. VOLUME 
S PSe Orawerts) 
a Microfilm fleet <s) 
0 Computer Tape is) 
H Otftr* (fio<y-rvi 

Numcer 

10. ANNUAL ACCUMULATION 
0 =ile Drawer (s) 
0 Microfilm Ree> ;'s) 
0 ^omauter Taoei's) 
a Other :SoeerM 

Numeer 

11. FILE IS USED 

£ rjairr • Weekty S Monthly 

11 PILE BECOMES INACTIVE AFTER 

1 a UonoMs) XO Yearns) 
Numoer 

13. CURRENT LOCATIONS) (B!og., Paw, Roomi 

Waste Management Services 
389 Burns Crossing Rd. Severn,Md. 21144 * 

14. IS RECORD SERIES DUPLICATED ELSEWHERE? ljf yes. specify agency or office) 

„ « . ' )fi NO 

15. ACCESS RESTRICTIONS (11 yes. cts laws) S regulations) 

a Yes H Ha 

18. AUDIT REQUIREMENTS 

0 None 57. Slats 0 Federal a inrJeoendeni 

17. IS A N INDEX SYSTEM USES? (K y«. «piain fcnefly and 
oescrce any rvvwareraeflware) 

a Yes M NO 

18. RECOMMENDED RETENTION 

Retain 10 years, micro-film, destroy paper 
transfer to State Archives for 20 years aftei 
closure of Landfill. 

18. NAME AND TITLE Of PREPARER 

Pat Connell, SECY, III 
20. TELEPHONE NUMBER 

(410 222-6109 
21. DATE 

6/30/94 

062 r^v-' -nemo v& 


